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~ INSTRUCTIONS FOR EVACUATION OFFICLRS

EVACUATION OFFICER

A. Organise an Evacuation Plan for each building or areas
within buildings under his jurisdiection.

B. Desipgnate and instruct such Assistants as may be necessary

o aid him in orgsciuing and maintaining such Plan or Flans.

C. Appoint and instruct Assistont Dvocuation Officers for the
control of personnel and ihe security of classified material in
gufficicent mrber to perform the functions outlined in Poragraph 3
below.

De Determine the stajrwars and exits to be used by pemcxmel.
in the various parts of the bulldings or areas. ,

B. Cause all personnel in his buildings and areas to be
familiarized with the action to be taken by them as described in
Paragraph 2 bolow.

¥, Take such steps as nay be necessary to keep the FPlan

current snd the persomnel indoctrinated on a continuing basis.

BPLOYEES

A. TUpon soundi ng of alarm, proceed at once to secure all
elassified material in safes and vaults. Lock all sa.fekeeping
containers and vaulis.

B. Close and lock windows.

C. FProceed from building, using those stairways and exits
which you have been :mutruc ted to use by your Assistant I}vac'uatmn
Officer. ‘

Do After lpav:l.n{; bu:.ldm proceed to the area desipnated by
your Bvacuation Officer. Do not songregate around exits, adjacent
sidewalks, and driveimys which may interfere with the ackivities of
firenen and thelr apparatus.
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ASSISTAUT EVACUATION OFFICERS

A.' Upon sound of zlarm, instruct a eo-worker to securs your

- classified materind and safes.

B. Proceed at once to your pre~determined emergency exit door
station, remove bar from the door, and stand guard. Do not permit
unauthorized persons to enter. '

0. When the all-clear signal is sounded, permit only properly
badped persons to -enter the building.

D. Uhen personnel have re-entered the building, secure the
assigned door by replacing the bar and metal pins.

SUPERVISORS -

A. Upon scunding of alarm, instruct a co-worker to sccure
your classified material and safes. :

Bs 'Eknployees to take pre~detornined stations and direct flow
of traffic from your assigned area, wing, or floor and preserve
oxder. .

C. Supervise the securing of classificd material by the
personnel under your jurisdiction. '

D. Check the offices of personnel under your jurisdiction to
determine that classified material has not been left exposed ard
that safes and vaults are locked.,

T. Uhen the area for which you are responsible has been

evacuated, report to the Evacuation Officer for further orders,
if a-n;y o ) . .
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